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Sending a new Review: 
 

1. For new Reviews- go to ‘Start’ and select ‘Request for Appointee/ COP Review’.  
There are separate workflows, depending if the client is undergoing a COP process or an 
Appointee process. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will open a new workflow step: 
  
 
 
  
 
 
 
 
 
 



COP/ Appointee Review Mosaic process 
 

 
2. Go to ‘Actions Taken’, and ‘Add’ an action 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select the option that applies, depending on the process and the team you’re in. 
Then select a subgroup, and press ‘Add and Close’ 
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4. You can now ‘Finish’ this workflow step. 

 
 
This will send an Appointee Review or COP Review to your team’s incoming work, for 6 months’ 
time. 
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Working in a COP or Appointee Review 
 

 
 
 
 
 
 
 
 

1. When opening your Appointee Review workflow step, no forms need to be created. 
Everything is there when you open this step, for you to complete. You need to 
complete all sections circled above. 

 
 
 

 
 
 
 
 

2. Once sections 1-5 are completed, you’ll need to send a Request/ Task to your 
manager 
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3. Your manager will respond to this request accordingly. When it is authorised for you 
to proceed, you can address section 5. Actions Taken, by selecting the next 
Appointee Review with your team (unless it is NFA, in which case you would be 
selecting ASC- No Further Action). 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Once selected, you can ‘Finish’ this workflow step. 
The next Appointee Review is now waiting in your team’s incoming work. 

 
 
Currently, the COP Review form is exactly the same as the Appointee 
Review form. The above process is therefore the same for COP. This 
will soon be reviewed. 
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Finding these Reviews: 
 
To make it easier to find the due Appointee and COP Reviews, they now have their own folder in 
your team’s incoming work (so you aren’t searching through all Reviews). 
 
These are called Virtual COP/Appointee Reviews North/West and Virtual COP/Appointee Reviews 
South. 
 
North team folder for example: 
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Case Notes: 
 
We also have case note ‘types’ or categories, exclusive for Best Interest Decisions for Appointee and 
for COP, separately. These need to be used so it is clear, and easily searchable.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


